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Wing Crisis Communications Plan

Applicability:

This plan applies to the Georgia Wing. It is the responsibility of the commanders, and
staff to be familiar with this plan. This policy does not apply to Emergency Services
Mission Operations.

The purpose of this plan is to:

e Ensure the flow of accurate and timely information to wing leadership, staff, the
media and the public during a crisis

e Provide the media with a reasonable level of access per CAP regulations and
policy

e Develop and provide unified messages in a crisis

e Minimize unnecessary damage to the integrity and reputation of the wing & CAP

e Counteract inaccurate criticism by providing accurate and honest information

A crisis situation is defined as any situation deemed by Wing staff as having a major
impact on the wing, CAP as an organization and the public. Examples of a crisis
situation may include incidents at CAP activities involving serious injury and or loss of
life, terrorism, a member death, natural disasters, major crimes or major disruptions of
operations. Crisis situations may include police investigations or other situations that
require a public response.

This plan is not intended to change the way emergencies are initially reported. All
applicable CAP regulations will be followed in these initial and subsequent reports.

It is the goal of this crisis communications plan to establish guidelines for dealing with a
variety of situations, and to ensure that leaders and communicators are familiar with
those procedures and their roles in the event of a crisis. The plan is designed to be
used in conjunction with the normal decision-making hierarchy of the wing and does not
supplant that decision-making process.

Each crisis or emergency will require a unique public information response. The extent
of the response will depend on the nature of the crisis.

Assumptions:




Often the only information the public receives about an emergency is through the
media; therefore, media relations is an essential component of any crisis plan. Timing is
critical and a response must be issued as soon as possible with follow-up bulletins as
required.

Rumors can spread quickly via email, blogs and online forums. Therefore, it is critical
that responses be issued as quickly as possible via various channels of online
communication, both formal (such as the wing website and listservs) and informally.

A crisis situation could be big news and is likely to result in more public exposure for the
wing than dozens of “good news” stories.

Crisis Communications Team:
A Crisis Communications Team (CCT) is established that consists of the following
members:

e Deputy Commanders for Seniors

e Deputy Commander for Cadets

e Public Affairs Officer

e Legal Officer

The team may also call on:

e Those with experience in working a crisis

e Parents if cadets are involved and as needed
e Expert sources as needed

A roster of the unit's CCT can be found as Appendix A to this plan.

The CCT exists to advise the commander and craft the message during a crisis.
Commanders make the decision after advice from the CCT.

The commander will provide the Wing PAO an updated CCT List twice a year on the 1%
of January and 30" of June. An initial list must be provided by June 30™, 2008.

Crisis Center: Itis expected that crisis teams will work virtually thru e-mail, phones
and conference calls. If the need exists to set up a crisis center, commanders are
expected to use their best judgment as to location, size and scope of activities. The
Wing PAO will be consulted prior to setting up a crisis center.

Crisis Materials: The PAO is assigned the task of maintaining materials to assist in the
management of a crisis. As a minimum the PAO will maintain the following materials
(may be electronic):

This Plan

Roster of the team

Contact information for all area commanders and relevant wing staff members
Media List

CAP Fact sheets




e Positive statistics about CAP (most stats can be obtained from the Wing Intranet,
CAPWatch or E-services)

Spokesman: The Commander and PAO are the spokespeople for the Wing and will be
expected to work with local media. The Wing PAO is the spokesman for CAP in the
state and will work with statewide/regional media. The Wing PAO is available to assist
units and can serve as a local spokesman as needed.

Electronic Resources: The PAO will create messages and announcements as
appropriate to communicate with CAP members and the public. These crisis
communications will be approved by the commander before being disseminated.

Phases of Response

Immediate: The Wing Commander and the PAO will determine if an official statement
should be prepared and released. If warranted, they and the CCT will develop answers
to specific questions that may be asked by the media.

CAP is not afraid to tell the truth. Tell it and move on. You will build a better long term
relationship if you are candid in bad or rough times.

The PAO will brief staff and other area commanders who may have to answer questions
from local media.

As part of this phase talking points should be developed. They should be agreed to by
the crisis team and delivered to all members authorized to speak to the media.

The PAO will obtain basic information (type of crisis/lemergency; time of emergency;
actions taken; areas and number of people involved; injuries or fatalities; extent of
damage) and prepare an official news release.

Key PAO Tasks
e The PA staff will verify all sources of information.
e The PAO will clear news releases with the Commander as quickly as possible
before releasing to the media.
e The PAO will log and document all media inquiries.

Ongoing Period: In an ongoing crisis, the PAO (with the help of the CCT) as
appropriate will:

e Provide, via the news media and on the web, the public and constituents with
basic information about a crisis

e Provide, via electronic mail or other means such as radio, the membership with
basic information about the crisis. Insure that copies of all updates are
concurrently sent to higher HQ.



e Keep the public, media and constituents informed of the situation and provide
advice on what they should or should not do to prevent further damage or loss of
life, panic or interference with emergency response efforts. Information will be
provided via the wing website and via news releases to the area media

e Instruct the public on how to obtain further advice or information

Recovery Period: The PAO will issue media updates for as long as necessary, then
scale back activities as warranted. Such updates will be posted online. Upon
termination of the crisis situation, the PAO will schedule a meeting of all key players to
review all actions taken and lessons learned. These will be included in an after-action
report to be forwarded to the Commander and other appropriate leaders and/or
departments.

Updates: This plan will be reviewed and updated every year in the month of January.

The PAO will be send an updated plan electronically to the commander for approval. It
will also be available for download on the wing’s intranet.

The CCT should be assembled periodically to discuss the plan and any updates. The
Commander will convene these meetings. Results of the meetings and revisions of the
plan are to be documented and filed with the plan. Copies of this plan should be
addressed to all members listed in the plan and any other personnel who might play a
role in the event of a crisis.

Training: Unit leaders and CCT members will be required to view the “Crisis
Communication Presentation”, during the month of January. After viewing the
presentation the member will sign a register that indicates he/she has reviewed the
presentation. This register will be filed with the plan and record of plan review/updates.

APPROVED:
Paige Joyner, Major, CAP James Hughes, Colonel, CAP
Wing Public Affairs Director Commander, Georgia Wing

DISTRIBUTION: 1 Each (Electronic)
Wing/PA

RECORD OF REVIEW:
Review Date Commander’s Initials




Appendix A: Crisis Communications Team

Name

Duty Assignment/Team
Role

Contact Information

WG/CV
Team Leader

WG/PA
Principal Spokesman

WG/IA
Legal Advisor

Operations Advisor
Aircraft Subject Matter
Expert (SME)

Operations/ES Advisor

Experts and Consultants

WG/CP
Cadet Program Advisor and
SME

WG/Wing Administrator
Communications Assistant

WG/SE
Safety Expert

CAP-USAF State Director
USAF Policy SME




Appendix B: Wing Crisis Communications Team

Name

Duty Assignment/Team
Role

Contact Information

Team Leader and Unit/CD

Public Affairs Officer
Spokesman

Legal Advisor




Appendix C:
CAP Leadership/MIO/PAO Talking Points:

Adapt answers as appropriate to the specific accident or incident.

Do not answer hypothetical questions.



